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How to repeat thetable header bar in Word

When printing a Word document or creating atable in Word, repeating the headings makes it easier to follow the
headings and allows for seamless reading of the document's headings across different pages, especially with long
headings.

When printing a Word document or creating a table, repeating the header helps you keep track of the headers
more easily, allowing you to read them seamlessly across different pages, especially with long headers. The
header appears continuously on each page in Word with the same formatting, so you don't need to manually re-
enter it. Below isaguide on how to repeat the header in Word.

| nstructions on repeating headingsin Word 2016 and 2019

Repeat Word headings using Repeat Header Rows

Step 1:

In the Word document interface, the user clicks on the header row they want to repeat in the table, and then
clicksonthe Layout tab at the top of the interface.
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Step 2

With the options displayed below, users can click on the " Repeat Header Rows' option in the "Data" section
to repeat the table headersin Word.
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Mark multiple rows as header rows.

If your table spans multiple pages
the header rows will appear on
every page for easy reference.

Repeat Word headersvia Table Properties
Step 1.

First, click on the header row you want to repeat in the Word table. Then, right-click on the header row and
select Table Propertiesfrom the list that appears.
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Step 2:

This displays a custom interface for Word tables. Y ou click the Row tab in the interface.
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Next, check the box next to " Repeat as header row at thetop of each page" to repeat the header in Word for
the table across multiple pages.




Table Properties

Table Row Caolumn Cell Alt Text
Rows
Size
Dgpecifyheight: 0 cm (o : Row height is: | At least
Options

%Allow row to break across pages

] Repeat as header row at the top of each page

& Previous Row Next Row

Therefore, when you create a table across multiple pages, the header row will automatically repeat at the

beginning of the table on each page.

I nstructions on how to undo a repeated heading in Word

To undo arepeated heading in Word, it's very simple and can be done regardless of how you previously repeated
the heading.

We just need to click on therepeated header row, then click on Table Layout and uncheck Repeat Header
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| nstructions on repeating headingsin Word 2007 and 2010

Usethe Repeat Header Rows feature.

Thisfeatureisavailablein Table Toolsin Word versions 2007 and later.

Step 1.

First, open the document where you want to repeat the header bar or create a new working table. Next, place

your cursor on any of the header rows in the first Header bar, then in the Table Tools section , select the L ayout
tab .

Document? - Microsoft Word Table Tools —
References Mailings Review View Layout
TR i || AR %
e o A [ =|t=.| |AaBbCeDc| AaBbceDe AaBbCi ‘3
B e e e TN i 1o spad..! Heading 1 [[=| Ehange
h e [A orma o Spaci... eading -
Sy~ vl (|8 L () AT Styles ~
IFi Paragraph L] Styles IFi
- N 3o e g e

Ngdy dang ky | Ngay héthan | Ghicha
05/05/2017 06/10/2017
15/01/2017 16/06/2017

Step 2:

In the Layout options list, the user clicks on the Repeat Header Rows feature , which repeats the header row in
the columns of thelist table.
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In Word 2003, click on the Tabletab and then select Heading Rows Repeat, as shown in the image below
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Immediately afterwards, the column headers on the first page will appear in each column on the following pages.
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Customizein Table Properties

If you are unable to use the Repeat Header Rows feature, you can adjust it in the Table Properties section of each
table.

Step 1.

First, you need to highlight the entire header row on thefirst page, right-click, and select Table Properties.
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Step 2:

The Table Properties dialog box will appear. Here, click on the Row tab , then in the content below, click on the
option " Repeat as header row at the top of each page" to repeat the header row at the top of the table for each

page.

Press OK to save the new settings.
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As aresult, we will soon see that the entire header has been repeated for the columns on the remaining pages.
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Video tutorial on repeating headingsin Word

The above is aguide on how to repeat the header row on each page of atablein Word. With two different
methods, using the Repeat Header Rows feature or the Table Properties option, handling tables with content
across multiple pages becomes simpler, and a so helps viewers easily follow the content in each column of the

table.



Y ou finished reading the article "How to repeat the table header bar in Word" edited by the TipsM ake team.
We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles
on tips and guides. Thank you for reading and for following us regularly.
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